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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: EHC Plan Writer  

	POST NUMBER:  

	REPORTS TO: SEND Casework Manager
	

	DEPARTMENT: Integrated SEND Services   
	GRADE: 7

	JE REF:
	0016
	PANEL DATE:
	19/04/2022

	1.
	MAIN PURPOSE OF JOB 

The post sits within the Integrated SEND Team in the People Directorate 

This role involves liaising with parents of children with special education needs, SEND Casework Officers, health and social care professionals, Educational Psychologists, specialist teachers and staff from schools and colleges including head teachers. This requires interpreting complex professional reports and advice from health, social care and education professionals and writing statutory Education, Health and Care (EHC) Plans that are high quality and fully compliant with the Children and Families Act. 

The post holder has the opportunity to specialise in the 0-14 or 14-25 age range.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	Interpret sensitive and complex information from professional assessment relating to individual children with special educational needs, health needs and social care needs to draft EHC Plans so that the plans are clear, easy to read, jargon free and well written. Information from the professional reports will need to describe the individual child or young person’s needs and the provisions required to meet needs. All information in the final plan must be clearly evident in professional advice.

	
	ii
	Write EHC Plans and check prior to issue within strict statutory timescales and to a high standard that would meet legal requirements and satisfy external scrutiny.

	
	iii
	Identify any gaps in the reports provided and any discrepancies in the assessment advice provided and liaise with SEND Casework Officers to ensure statutory advice is received, complete and inform the plan.

	
	iv
	Make effective use of SEND case management system (Synergy) in managing the statutory assessment process for children and young people with special educational needs, ensuring that Local Authority (LA) procedures are followed and all relevant data and information is recorded on the database.

	
	v
	Enter information onto the SEN database to ensure that the authority maintains an accurate record of all current cases. The information recorded will be confidential and sensitive and must not be disclosed to unauthorized persons. The database is used for casework scheduling, document storage and long term educational planning, so accurate and complete data is essential. All data activities must be fully compliant with data protection law and council policies in managing sensitive and confidential data.

	
	vi
	Working with the SEND Casework Officers, respond to parental submissions regarding proposed EHC Plans and make amendments where appropriate but also ensure that any revised wording does not inappropriately restrict options for provision and school placement.

	
	vii
	Work proactively with children, young people, parents and professionals in relation to EHC Plan progression through telephone and email contact, ensuring parents and young people are kept up to date and involved in the plan writing process.

	
	viii
	Prioritise complex and competing workloads so plans are completed within statutory timescales.

	
	ix
	Prepare evidence to support mediation and tribunals.

	
	x
	To contribute to the development of Children’s Services within the LA.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct: 0                              Indirect: 0


	4.
	CREATIVITY & INNOVATION

The post holder manages complex and competing deadlines across education, health and care to ensure that statutory timescales, in terms of ensuring that the day-to-day management of the EHC needs Statutory Assessment and ‘Request Advice’ procedures, are managed and delivered efficiently and on time. Required to work to improve all existing procedures with a view to improving the efficiency and accuracy of the process.  

The post holder is required to use initiative in responding to queries, the management of own workload and in the development of systems. These duties require tact, diplomacy and lateral thinking in some instances to resolve problems of missing or late evidence, whilst being mindful of the strict statutory deadlines that these procedures demand.
The post holder works with early years, schools and education settings in all aspects relating to the reviewing and issuing of EHC Plans. They will ensure the EHC Plan Pathway works effectively to enable coordinated assessment of children and young people’s needs.
The post holder must use innovative approaches to ensure that the voice of children and young people is central to education, health and care plans. This includes techniques to capture the voice of pre and non-verbal children and young people.
The post holder must be able to understand and synthesise evidence from complex multi-agency assessments and how to include evidence appropriately from partner agencies.

The post holder must work to minimise the need for parents to seek remedy through mediation and the SEND tribunal arrangements. This will require an ability to communicate proactively about statutory deadlines and respond to queries and concerns about statutory assessment.


	5.
	CONTACTS & RELATIONSHIPS

Internal

Daily contact with the SEND Casework Manager, SEND Casework Officers and other managers and staff from across Integrated SEND Services calling for the exchange of complex and confidential information orally, in writing or electronically where the ability to be tactful, concise and accurate is essential. This is particularly important when reporting back on controversial decisions made by various panels in operation within the authority where the outcome may not be seen as favourable to the individual. Also, the post holder will be required to negotiate with either members of particular education settings or professionals to secure the receipt of missing or late evidence for the processing of the EHC needs Statutory Assessment and ‘Request Advice’ processes.
External   

Daily contact with parents/carers, teaching staff, officers from across the Local Authority and other public bodies and disabled customers. These contacts require tact, discretion, sensitivity and a calm and measured approach at all times. Also, the post holder will be required to negotiate with either members of particular education settings or professionals to secure the receipt of missing or late evidence for the processing of the EHC needs Statutory Assessment and ‘Request Advice’ processes.


	 6.


	DECISIONS – discretion & consequences

Discretion

· Work to complex and demanding statutory timelines related to the assessment, writing and review of EHC plans.
· Write EHC plans under the line management of the SEND Casework Manager. This requires initiative in managing complex and competing deadlines to prioritise caseload. Expected to record modifications and variations to plans and work within statutory timelines.  

· Uses discretion and takes day-to-day decisions when responding to face-to-face and telephone queries from colleagues, parents and others from outside of the Council to ensure accurate communication and maintenance of confidentiality.

· Work collaboratively with SEND Casework Officers to review complex casework, support effective service delivery and ensure agreed performance targets are met. 

· Consult and communicate with all staff within the team in all matters which affect their work.

· Support the collation of information/evidence for mediations and tribunals.
Consequences

The post holder carries direct responsibility for ensuring that all of the strict deadlines for the accurate and efficient processing and delivery of the SEN statutory processes when writing EHC Plans are met.

Work with complex and sensitive cases to ensure accurate and statutory compliant EHC plans.

Work with complex and sensitive cases could lead to adverse publicity, to a disagreement with schools and other services and sometimes to a statutory SEN Disability Tribunal appeal or a complaint to the

Ombudsman being lodged due to maladministration. These appeals cause bad feeling and resentment, damage relationships and public perception and can be very time consuming. Tribunal appeals that are ‘lost’ by the LA are also recorded by Central Government as an indicator of good/poor practice between the LA, educational community and parents/carers.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value


Normal office equipment.




	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

There is a large caseload and numerous deadlines, some with routine demands relating to statutory assessment, panel decisions etc. Other demands can be unpredictable requiring urgent attention, such as phone calls, emergency review meetings, preparation of evidence for mediations, tribunals and case conferences. These require an ability to prioritise, manage frequent interruptions and respond to urgent issues.
Physical demands

Work requiring normal physical effort.
Working conditions

Home working and office environment. Meetings may be held in venues across the city.
Work context

Although the work can be very satisfying, there are occasions where disappointed clients/interested parties can display angry, abusive or aggressive behaviour. This may be aimed at the post holder – perceived as the representative of CYC.


	9.


	KNOWLEDGE & SKILLS

Educated to the equivalent of A Level, and preferably degree level, including English GCSE at Grade A-C.
Knowledge and understanding of SEND legislation and the EHC process.
Previous experience of working within education, health or care.
Significant experience of writing high quality complex but clear documents.
Able to understand and apply complex statutory documents and explain these in response to stakeholder enquiries.
Able to use a wide range of complex information from professional reports including medical and psychologist reports and summarise into a concise and informative plan.
Able to write plans that are specific, measurable, achievable, relevant and have a clear timeline.
Knowledge and Understanding 

Must have a sound understanding of:

· The York Local Offer for children with SEN and disabled children and children with SEN in statutory and voluntary settings, including Children and Families Act Part 4 and the SEN Code of Practice.
· The legislative framework and guidance in relation to services for disabled children and children with SEN.
· The needs of families with disabled children and children with SEN.
· The interface between different sectors working with disabled children, young people and adults.
Skills

Able to demonstrate:
· Ability to work with/respond appropriately to families to support timely and effective writing/issuing of Education Health and Care plans.
· Advanced interpersonal skills with the ability to quickly form effective working relationships.
· Advanced ability to demonstrate tact, sensitivity and confidentiality in all dealings with internal and external customers.

· Excellent communication skills, including the ability to write clear reports for, and present to, a wide range of audiences. 

· Ability to work under own initiative and to manage complex casework.

· Able to assimilate a wide range of complex information (including numerical data) quickly, extract the relevant points and structure the information logically.


	
	· Have a high degree of attention to detail when assessing the ongoing stages for EHC needs Requests for Statutory Assessment, ‘Request Advice’, ‘Assessment Complete’ and the issuing or Proposed and Final Statements of SEN stages and the quality and quantity of available evidence submitted. 
· The ability to remain calm in stressful situations and reduce tensions in situations where families are in disagreement with the LA.

· Ability to work efficiently with minimal supervision in a fast paced environment. 

· Ability to respond to situations flexibly, responding to family needs, and pressure from other agencies.

Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C2 - Mastery or proficiency - Can express him/herself spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it. Can understand with ease virtually everything heard or read.

This post requires the post holder to undertake an enhanced – child and adult workforce (with child barred list check) criminal record check via the Disclosure and Barring Service.



	10.
	Position of Job in Organisation Structure
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Job reports to: SEND Casework Manager





Other jobs at this level: None





THIS JOB





Jobs reporting up to this one: None
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